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5. CAREER SERVICE DESIGNATION | 3. LANGUAGE CODE . AREA KNOWLEDGE CODE |5. DUTY STATION [ —aFwASH., 0.C.
§ [ JOTHER (Specify!

? ARE PLACEMENT DIVISION CONCURRENCE

|DENTIFY OLD POSITIONS BY TITLE, SCHEDULE, occy

6. REASON FOR SUBMISSION (E.G., CHANGE OF DUTIES, vt
{
TION NO.

In 1lieu of MLO GS-560 15 approved 3 May 1952 DATE:
8. ACTION POSITION TITLE SCHEDULE |O0CCUPATION CODE| GRADE INITHALS DATE
A
B. CWD /¢

Dedget Officer : 68 | osto,m | X
C. INITVIATING ] .

OFF ICE
9. ORGANIZATIONAL TITLE OF POSITION (IF ANY) 0. NAME OF EMPLOYEE (Last! (First) (Middiel IF VACANCY,
SPECIFY
11. ORGANIZAT!ONAL LOCATION OF POSITION ’ 12. CERTIFICATION
A. OFFICE This is a complete and accurate description of
0ffice of the C@kmr ‘ the duties and responsibilities of this position, A
8. DIVISION OR STAFF A. EMPLOYEE =T
Budget Divieien
C. BRANCH
¢ of the Chisf .
D SECTION | goe (o REV pare3/-3-K1 sv00@
gRig gomp . OF} _SF TYRE
E. UNIT ORIG CLASS S paGEs 7. BEV CLASS
2 NEXT REV KX/ MTHL HR

13. DESCRIP TN QEDUTLEsy—RESPONGHEHETTTESTANT QUATTHTLA

T,  DUTIZS AND RESPONSIGILITIES:

s Chisf of the Budgst Division, is Tesponsible for develsping and ustifying
sn sfaquate and accurats anmal bhudget estimate md for formmle ting and ﬁmmimgi a
progran of budgetary execution to assure the maintenance of & balanved relationship
bhetwesn funds snd sotivity requirements sl to accomplish an orderly and effective pro-
gran of expentiture, Procures through covert and semicovert channels and procedures the
snmel sprroprictions made on behalf of the Agenecy, Estahlishes fiscal and budpetary
policies md procedures and other wise provides stalf a’vice to the Agency on all related
anttsrs to ensure the astsblis“ment and mminbenance of sopropriate controls and regulas
tions with respect to buipetary watters, Coordinates the ume of types of funds as well
ss other financial matters, and agency pelicy nrocedures for sthar sppropriate officials
concernad ¥with internsl msnarement problems, .

, 1, Directs snd suparvises the development of budget estimatas aleny with
Justificatione in setiing farth relatod financial progemns,

8¢ Attends meotin:e of the Bures: of the Pudget and appropristions coow
sittees of Congress in order to assist in presenting snd Sustifying the budget and
personnel posi tlon estimates required by the Asency to £ulrill its rission,

3, Prosents oral an! docusentary information omceming Arency activities
1n support of esti=ates Lo muthorized offictsls

L. Directs a raviev of all projects from the budgetary point of viaw relor
to Agency spprovsl and inauguration, ‘ '

5, fGevisws proposed instructions, procedures and i{nterral publicstions having
YT a% ; w&ie}g é%ar- to geniactiption, with & view to cormolidating an! eliminating

Ei.iﬂg %P“ii
FORM NO. ENE SRR s \ / kY (tf necessary, continue on reverse side!

Approved For Release 2001/03/30 : CIA-RDP80-01240A000200020005-4

TEE S b



Approved For Release 20§mcIA-RDP80-0124U’A000200020005-4

6., Dirveats ths deweloment and editin- of inetructions, procedures, notlees
and repations psrteining to the budgelary controls to be Ma&é by the Agency.

7, Directs the development of sppropriation allotments in mccordance with
propor suthordsations ad Instroctioe md drects the compllstion of all migetary
reports and Inforralion.

Remders intsrprotations of rules 3 reglations ar thoy sprly te 25X1C
#1ationn, sppertionments, and allotments, _

11, Divects e stoiies of manwpower utilization end business methods with
the vis¥ in mind to develop afficlent md cconomdcsl budpetary controls.

12, Plans, directs and coordinuies the activities of Budpet Divislon esmloyeos,
13, Performs related work as required.

erviston of the Azency Lexpiroller, .nsimucilons aw et
very broad terms and relate to objectivea to be sceomplished and the wanner of stcomollshe
pent, Verk procedents may be avellatls in some cases howsver the ingumbent iz chiefly
sonparned itk the establishment of precedente. "ncusbant 1s expected to solve moel

tadgetary proble-s wlibaut refersing to the Compiraller. Tn miremsly oyt roial
eases the Complrollerts dselsion may be solicilaed, Bl imvolvine metters of bi/h-

ert policy siich relatn to setivities mors actannive than badmet informeiion i1l be
Mocussed with the Compiroller who makes the Mnarl dacinion, tort: of the incusbent is
reviawed on the bapls of the effsotivensss with which the overall tudowt aded sl otration
progran is asoomplished,

, st Cuddsnoe Txercised: Tneunbent is responsibls for pYOe
LT ati merw olon and miidance far the amployenz of the
Budget Diviston, Inouwbent provides technicsl supervislon and pddanes Tor Badret

Officars and Administrative Officers throughout the Agancy on budpetary natters.

LRI

11T, QUALIFICATION SRETREMENTY ¢

1. Enowledges: Compretmusive knowlsdse of the lapinlation, reralations,
precedures, addimsirative polictes, methols, srincinlaz and practices epplieabtls to
the bdudget sinintsiration program ui’ the Aeeney and to the admintetration of fiscal

activitiss such ay comt, fund, tms, lsave, payroll, expan@on, Pevenus, arpropriations
and exporditures, Coopreb ve kuewilodre of work measurewsnl and reporting sethods s
pystams, Most be suare of the nsafulness md limitations of the work under his conmtrel
and have an extranaly brosd knod edpe of the thoory snd mractice of hudpet atminigtration,

Approved For Release 2001/03/30 : CIA-RDP80-01240A000200020005-4



Approved For Releas® 2001/6‘& ~G|A-RDP80-01240A000200020005-4

T HALIN R IR

2o wi gm‘

Avdltedas: Apility to recopndze tho meed for budpziery stadiass and to

plan aod conduel such studise; to evaliate atlalnmamt of verk objeciives in o arey
to traln and suparvise Dudget Aseistands at Jower grades; %o recognize hudpet and Piscal
problems and to dwvelsp affscilve solutiovns, Uovonstrated analytical abdlity and

tractive imgingbion in the formulation of Iwnproved wadgetary practices, Ability
to erganize wd wrile recowmndations ad Instructlione clearly andeffectively, Ability
to deal affecilvely with opsrating percomml sl to dodain their cgdperation in the "
preparsiion of material studies and surveys. AbilLy to sorpose goneles and Inforaative
reporis both narretive and tabular, Ability o visuslize ascomrg the affect of
Jegislation, alministralive sotion or manggemont plans upon J_af b sdeindstration, Abildity
%o plang sud proposals affectively to personmel at the highest lovei. Ability
to nepotints effectively and o gain cooporation oy suypport of the of ficials of the
area perviceld and o the Dudpet Division,

{

by Wors ducstion: At loast 12 yoors of progrescively rue

eponsibla experionce, 5 yaa: i i et have Lsan of & specialized natwe, The 3

are of relatod asperiene which st have been progressively mspensivlis performance
or superviziun of work in such fielde an Dusiness adeinmiste.tion, sales sdsinistration,
perRornel admigiotration, supply adminietvation, trausporiation managerenl, law, o=
pemizetion an! methods aasining, danking, rrivate ssrchandising business, manafacture
ing flr, olucational institutlion or oiber entorprisss, editig or writing, or other
sdminiatrative arperionte assoclated with office operaticn o mmwiwent rooiring a
ingeledpe of reneral business or aduinistrative metheds, procedures and pracbices. “he
specialized exporience must have been ;o ressively responsidle indspendent or super-
visgry work In such Plelds ag budgeting, sccounting, auditing, nalntensoes or sullt of
fiseal records {such as cssh, fund, cost, time, leave, payroll, exoenses, revenies
sppropriztions or expenditures), corporate fisancing o the contrel or add ristrath

25X1C

Buccesafully completed education in an accradited collese or university
with & specialization in sccounting, sconmice, finance, publis administrarion, !wmsiness
sduizd sfration, political sclence or & comparable specislization may be submidtutad for
W ssperience on the basie of ene full wear of study for nlne wouths of

axpariance, A Fastars or Doctorats degres may be subsiliuied for one or iwo
yeurs respectively of zpeciglised evperiance 17 the degree 25 from sn accredited collepe
or university with & spocialiration in accounting, oconomics, finence, public adninie-
tration or business sduministrations A certificale ss a Cortified fablic Accountant ina
state territory or the District of Colu-dla may be mbsilituted for three yesrs of related
experionce and one vear of spoclalised experisnce,

et - Leoe, minimum Azency soscialized expere
paclaiized expearisuce upon vwhich gualification to
tha ot the G534 grede level,

tence {in add tTom o ralated &
prosent grade war based) are

Iv, SCOPE AN EFPECTs

Incumbent of this position emercises progras responsiMlity for the budeet
sisdnistration sctivition of the entire Agency. UVecisions are exiromsly wuad in their
sffecis as they relats 4o the proper evpenditure of funds througbwut the Apency, Yot

aquanis of arrer is extremaly laportani ss the incumbeni 1s responsible for the control
of the sxpsnditure of Agenry funds in sccordance with budgel esiimates as prepered mnd
sabal tted %o the Purean of the Dudget and to the sppropriation comittess of Congress,

SLVAEL"  CONFIDENTIA.
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The incusibent is reaponsible for reports to the BCI eovering fund utilizetion within
the sgency from a budgetary point of view.

Y. MENTAL DEMANDE:

Uriginal thinking, ingenuity end resouwrcefulness must be exercised tc & con-
siderable desree in ti:is position o ensure the offective aceomplishment of the fgency’s
budget program. Sustained ments) concentratiocn is require? to maintain femiliarity
with the numerous progrems and activities of the Ageney. Initiative in taking inde-
pendent action is & prioe requirement eiuce & major part of the activities cannot
stherwise be accomplished effectively. Coutinuing pressure 15 also charecteristic of
the position es the incumbent assunes responsibility for meeting the overall desdlincs.

VI. PERSONAL COBTACTS:

Incumbent has [requent ccutects with top oificlals of thig Agency, the
Bureau of tue Rudget, cther agencies and with Congressisnal committees in establiabing
tre budget policy to be followed in determining aveilability of funds for activities.
Incureent represents the Corptroller on all budget edminigtretion mmtiers.

VII. PuBITION PROGRESSION:

Promotion to this position it norweily 2ros lower grade Budzet Officer
positions ia which the incumbent wouls beve respoas; iity for an arés of the Acemcy.
Promotion from this position would nozmmlly be 0 Cae aﬁ higher grade 1o the Office
of the Comptroller or an sdministretive o> in other M; of the Agency.

VI1X. DISTINGUISHING FEATURKS:

This position is distinguished from lower grade positions in that here
responsibility is found for the overall Agency budget whereas in lower poeitions there
wiil be a responeibility for the formulation of & portion of the Agency budget although
it would be e mejor portion in immedistely lower ereas. This posaition is distinguished
from higher grade positions by the fact that this is the top position in the Diviston.
Higher grede positions would be of a staff neture.
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